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PURPOSE.
This document establishes local standing operating procedures (SOP) specific to the U.S. Army, North Atlantic Treaty Organization (USANATO) G1.  This SOP is based on current Army, DOD, and USAREUR regulations and published policy.

SCOPE.

This SOP applies to personnel assigned, attached, or employed by USANATO and its subordinate commands.   Changes to this SOP must be coordinated in writing with G1, USANATO.

REFERENCES.

AR 1-20, Legislative Liaison, 13 August 1990

AR 600-8-22, Military Awards, 25 February 1995

AR 600-8-24, Officer Transfers and Discharges, 29 June 2002

AR 614-30, Overseas Service, 30 August 2001

AR 614-100, Officer Assignment Policies, Details, and Transfer

AR 614-185, Requisitions and Assignment Instructions of Officers, 15 March 1983

AR 614-200, Enlisted Assignments and Utilization Management, 12 July 2001

AR 635-10, Processing Personnel for Separation,

AR 635-40, Physical Evaluation for Retention, Retirement or Separation

AR 635-200, Enlisted Separations, 1 November 2000

Overseas Service and ACE Directive 45-1

DA Memo 600-8-22, Award of Legion of Merit and Lesser Awards for Service, Achievement or Retirement During Peacetime, 9 July 2001.

DA PAM 600-8-11, Separation Processing Procedures, USC Title 10, Subtitle A, Part II, Chapter 58, Section 1142

Department Of Defense (DOD) Manual 1348.33-M, Manual of Military Decorations and Awards, September 1996

Allied Command Europe (ACE) Directive 40-8, Decorations, Awards and Honors, 16 January 1998

HQDA Message 201751Z Mar 00, Permissive Parachuting Program

JFTR Volume 1, Joint Federal Travel Regulation

1.0.  Congressional Inquiry Program

1.1.  Discussion.  Prompt and accurate congressional inquiry replies contribute to a relationship of trust and understanding between Army leaders and members of Congress.  All inquiries are answered in the name of the Secretary of the Army.  The Office, Chief of Legislative Liaison (OCLL), uses the information provided by the command in a written reply to Congress.  They ask your support in ensuring that complete and accurate responses are provided in a timely manner.  All congressional inquiries will be answered within the suspense date indicated in the congressional.  Your headquarters must reply to the USANATO Personnel Operations/Actions Division (POAD) within the prescribed timeline.  If an extension is required, commands will notify the POAD.  For extensions greater than 30 days, an interim reply is required explaining why the response is delayed and when a finished response can be expected.  Final replies will be addressed to OCLL, through the Commander USANATO, ATTN: ACDP-PAOD, Unit 21420, Box 5100 APO AE 09705.  

1.2.  The POC is Chief, Personnel Operations/Actions Division, DSN: 314-423-4212/5343.

2.0.  United States Army, North Atlantic Treaty Organization (USANATO) Personnel Tempo (PERSTEMPO) Tracking and Reporting Procedures (Procedural Guidance) 

2.1.  Background.  

2.1.1.  Deployment rates for PERSTEMPO have been tracked from the top of the Army for all soldiers, skills, and units since Desert Storm.  Tracking has been based on the Deployment Indicator Code (DPLIC) that was supposed to be generated in the Standard Installation Division Personnel Systems (SIDPERS).  In October 1997, PERSTEMPO reporting was sent to the field from the HQDA Deputy Chief of Staff for Operations and Plans (DCSOPS), reemphasizing the need to maintain programs to track and report PERSTEMPO accurately through SIDPERS and the Unit Status Report (USR) in accordance with Army Regulation 220-1, paragraph 7-9.

2.1.2.  The inability to adequately report and defend to Congress the services’ personnel tempo data resulted in the under resourcing of personnel funding.  As a result, Congress enacted the 

National Defense Authorization Act within the Defense Appropriations Act (the requirement for the services to improve the tracking and PERSTEMPO of soldiers in order to equalize the mission load throughout Department of Defense, and specifically for the Army, within our organizations).   This has been instituted by using a deterrent of paying any soldier $100 per day for each day he/she is away from home station 401 days or more within the preceding 730 days.  Deployed days do not have to be consecutive and 730 days is a moving window (the counter moves forward every day).  An example would be that if a soldier is deployed, and has 403 days in the preceding 730, then the soldier receives $300.00.  (Effective 8 October 2001, The Deputy Secretary of Defense declared a suspension of General Officer threshold management/approval actions and high deployment per diem payment requirements.)

2.1.3.  There are three thresholds for management required by Congress:  The first is 182 days, at which the first general officer in the chain of command (delegated to USANATO by the CG) is 

notified of all soldiers at 182 days (within the previous 365 day rolling window); the second is at 220 days (within the previous 365 day rolling window), at which time the approval of an Army four star general in USANATO is required for a soldier to be/remain deployed; and the third threshold is 400 plus days where a soldier begins receiving $100.00 per day for each day deployed over 400 of the preceding 730 days, again requiring the signature of a Army four star general in USANATO.  

2.1.4.  Tracking began on 1 October 2000 and the PERSTEMPO (payment) counter for all soldiers started at 0 qualifying days.  The first day anyone might exceed 182 days was 1 April 2001, exceed 220 days was 8 May 2001, and first possible payment date is 5 November 2001 provided the soldier is currently deployed and has accrued over 400 days deployed.  Payment will only be made for the days that accrue on or after 5 November 2001 (not retroactive) and it will be for days currently deployed.   Payment is not authorized prior to 5 November 2001.

2.1.5.  To date there are four categories that count toward deployment pay:  operations, exercises, unit training, and mission support Temporary Duty (TDY).  These are broken out into 15 purposes.  Appendix B delineates the categories and purposes.

2.1.6.  The PERSTEMPO Reporting System is a World Wide Web (WWW) based process developed to track an individual’s deployments.  The internet-based system eliminated the requirement to report through SIDPERS on 1 October 2000.  The October SIDPERS Change Package deleted all deployment data from SIDPERS tables and removed related functionality from SIDPERS application menus.  A report was sent through SIDPERS from PERSTEMPO containing messages alerting units when duty status changes were made in PERSTEMPO that might need to be mirrored in SIDPERS.

2.1.7.  For more information on system characteristics, requirements, data elements, and training, refer to the references, or contact the USANATO, Deputy Chief of Staff for Personnel (DCSPER), Personnel Operations/Actions Division (POAD)/PERSTEMPO Coordinator DSN 423-4271/5271.   Access the Army PERSTEMPO website is at http://www.perscom.army.mil/PERSTEMPO/ for the following references; the business rules, Commander’s Briefing, the User’s Manual, Functional User Guide for PERSTEMPO and the Student Handouts. Web Based Training (WBT) has been activated on the login page of the PERSTEMPO site http://www.army.mil/ako.  

2.2.  Policy.

2.2.1.  Follow the instructions and training provided to train your commanders and soldiers on the daily requirements and operations needed to update and maintain the PERSTEMPO database.  

Commanders will need to build in appropriate checks and balance measures to ensure that all inputs necessary to the PERSTEMPO system occur, and proper reconciling occurs through military pay (see appendix F).

2.2.2.  Daily reporting and regular upkeep are required to maintain the PERSTEMPO system.  For the system to work you must keep abreast of each soldier’s status and the unit’s future missions in order to determine the availability of soldiers for training and missions, or to determine any requirements for cross leveling to accomplish future missions.   Effective 1 September 2001, all subordinate elements within USANATO will be in compliance with this policy.

2.2.3.  Soldier and first line supervisor/platoon sergeant requirements.

2.2.3.1.  Soldiers being sent on an individual PERSTEMPO event will inform their immediate supervisors and the unit PERSTEMPO Clerk (normally in Bn S-1) so proper entry of all events can be processed and validated.  The soldier/first line supervisor/platoon sergeant will need to follow up with supporting documents as soon as they become available, and sign in and out (via VOCO/e-mail/in person) as necessary to support the PERSTEMPO event.  For example, if a soldier is going TDY, he will notify his immediate supervisor/platoon sergeant who will call or e-mail his PERSTEMPO information to the unit PERSTEMPO clerk for processing and validation.             

2.2.3.2.  Prior to the soldier’s departure, the soldier/immediate supervisor/platoon sergeant will make sure the unit PERSTEMPO clerk receives a copy of DD1610, NATO orders, or supporting documentation.  Upon departure and arrival the soldier must sign in or out respectively (VOCO/e-mail/in person).  The soldier’s immediate supervisor/platoon sergeant will either verify that the process is being executed or disseminate the information himself.  

2.2.3.3.  In order to properly maintain the PERSTEMPO counts, immediate supervisors/platoon sergeants must conduct daily status reporting of their personnel to the company.  An example of establishing e-mail continuity with the position would be to create an e-mail address, which indicates the clerk’s duty.  For example, the e-mail address may be perstempo-clerk@etc.com.

2.2.4.  Company level requirements.

2.2.4.1.  The company commander will be the only approving official for the PERSTEMPO event being validated for entry into the data base program.   

2.2.4.2.  Commanders will use a memorandum for record to validate and record a TDY order for each individual event.  The memorandum will serve as a cover and must include a “by name” 

listing of each soldier participating in the event, Army Human Resource Indicator (AHRI), event, category, purpose, unit, name, rank, social security number, and the dates.   

2.2.4.3.  The “by name” listing (source document) can be comprised of items such as a manifest, Daily Status Report that includes the PERSTEMPO categories/requirements, DD Form 1610s, Temporary Change of Station (TCS) Orders, unit deployment orders, NATO orders, etc. that substantiate that the soldier actually performed the mission qualifying for PERSTEMPO.

2.2.4.4.  Commanders will provide the next higher supporting S-1 (e.g. company commander authenticates for the Bn S-1) the memorandum of validation and record, with the source documents for data base program entry.

2.2.4.5.  Commanders will maintain a PERSTEMPO file and the service member’s individual file (SMIF) or readiness folder at unit level that contains the PERTEMPO associated documents.  This will include the MS Excel spreadsheet PERSTEMPO tracking tool provided at PERSTEMPO training. 

2.2.4.6.  Commanders will review the soldier’s LES monthly to ensure entries for deployed days are being reflected.

2.2.4.7.  Appoint on duty memorandum the primary and alternate PERSTEMPO clerks.

2.2.4.8.  Provide training and supervision for platoon sergeants/immediate supervisors responsible for PERSTEMPO information.

2.2.4.9.  Mandate the use of the spreadsheet at appendix I as a backup (and reconciliation tool) to the web-based reporting system.  Submit monthly roll-ups to the BN S1 (as suspense).

2.2.5.  Battalion level requirements.

2.2.5.1.  Appoint on duty memorandum the S-1 as the designated manager, with a primary and alternate PERSTEMPO clerk.  Establish a set of instructions for the processing and handling of PERSTEMPO data with required forms for subordinate units. 

2.2.5.2.  Organization point of contact and alternates will obtain Army Knowledge Online (AKO) access via the following website: http://www.us.army.mil/ako.  Contact your USANATO PERSTEMPO Coordinator for PERSTEMPO access. 

2.2.5.3.  The S-1 will manage the process and program, and establish communications within the organization and supported units to routinely and promptly report PERSTEMPO information.  

2.2.5.4.  The S-1 will review with the S-3 for accuracy and compare the future PERSTEMPO forecasted training with the unit-training calendar.  Once verified, the S-1 PERSTEMPO clerk will enter data into the PERSTEMPO Management System.  Data is to be entered as it arrives and is verified.  Accumulating data to compile and enter on a periodic basis causes unnecessary surges to workload, skews the Management System and the report’s accuracy, and presents a 

false picture to leaders and soldiers.  It is imperative that the commander signs off on a memorandum for each entry (see paragraph 6.d.2 and paragraph 6.d.3).

2.2.5.5.  The commander will review each soldier’s LES for the deployed days to ensure data is being updated and accurate for the first 3 months and then quarterly thereafter.  As PERSTEMPO reports are made available on the Web Site, review rosters in conjunction with the LES and QTB data.

2.2.5.6.  Coordinate with subordinate units to ensure they prepare, review, check, and complete the reports in a standardized manner throughout the command.  Ensure source documents are included to support the numbers initially and any changes made month to month.  Review for 

discrepancies and ensure possible questions are resolved and answered.  See appendix F (PERSTEMPO input flow diagram) for processing flow to the PERSTEMPO system.

2.2.5.7.  Battalion Commanders are ultimately responsible for ensuring that management of PERSTEMPO works, i.e. build management system to work on the international and national sides.

2.2.6.  General checks and balances and area of emphasis.  


2.2.6.1.  Management reports on high deployment soldiers shall be submitted through the chain of command to the managing general officer (USANATO DCG) no later than 30 days prior to the soldier accumulating 182 deployed days or more within a 365-day rolling window. 

2.2.6.2.  The soldier’s chain of command will provide deployment requests through their chain of command to the FOB, no later than 60 days prior to those soldiers that are projected to exceed the 220-days deployment threshold for approval from the first four star general officer in the soldier’s chain of command.  This is also applicable for soldiers being sent on a deployment event where the soldier’s first deployed day will exceed the 220-day deployment threshold.  All deployment requests need to be submitted as soon as the future deployment is known.
2.2.6.3.  Upon completion of 400 days of PERSTEMPO deployment, soldiers will receive a per diem rate of $100 a day for each day over 400 days of the preceding 730 days.

2.2.6.4.  Include within the justification of the management reports or deployment requests signed by the Battalion Commander that the U.S. Army General Officer on location has been informed of the PERSTEMPO manning requirements and concurs.

2.2.6.5.  Include within the justification of the management reports or deployment requests signed by the Battalion Commander a detailed and specific justification.  The document as it is processing through the appropriate channels must stand alone and be fully capable of answering 

any appropriate question, the most obvious one being the reason why a soldier cannot be replaced before exceeding 182 or 220 days or why a particular soldier must be sent on a PERSTEMPO event that is projected to put his PERSTEMPO count over 182 or 220 days.

2.2.6.6.  Because of the uniqueness of our organization and our international mission, a bridge with those leaders on the international side that deploy national soldiers needs to be established.  

Often, TDY orders are not received until after the fact instead of being received before determining if going on the TDY would cause a soldier to go over 182 or 220 days.

2.2.6.7.  Inprocessing/outprocessing: The unit is required to verify the soldier’s PERSTEMPO count upon the soldier reporting to the new unit during inprocessing.  This is particularly critical when the soldier is coming from or going to a high deploying unit.  During outprocessing permanent change of station (PCS), expiration of term of service (ETS), or release from active duty, soldiers will verify their PERSTEMPO count with the unit’s PERSTEMPO clerk.  This process will serve as an additional tool for checks and balances to ensure the soldier’s data is correct before his/her departure.
2.2.6.8.  Procedures for reconciling PERSTEMPO days during outprocessing from the losing unit: These procedures must be followed even if a soldier has no PERSTEMPO days.  This reconciliation must occur in sufficient time for corrections to be entered into the PERSTEMPO 

system and to give the soldier time to process and resolve a formal disagreement with the number of PERSTEMPO days.  The procedure for this action is as follows:

2.2.6.8.1.  Print a copy of the PERSTEMPO individual event history sheet. 

2.2.6.8.2.  Schedule an appointment for the soldier to review PERSTEMPO days at least 30 

days before departure.  Ask the soldier to bring any documents he/she has to document 

PERSTEMPO days. 


2.2.6.8.3.  Pull the soldier's individual training file.  This file will contain all documents (e.g., TDY, TCS, unit deployment orders or training logs, leave forms for leave during a creditable 

event, record of hospitalization time away from permanent duty station) to support the number of PERSTEMPO days per appendix A. 

2.2.6.8.4.  Review and account for all PERSTEMPO days with the soldier.  The reviewing official may be the PERSTEMPO clerk or an official designated by the commander. 


2.2.6.8.5.  If the number of audited PERSTEMPO days agrees with the number of days recorded on the individual event history sheet, do the following: 

                - Type or print the reviewer's and soldier's signature blocks on the individual event history sheet along with the time frame that is being verified. 


    - Ensure that both the reviewing official and the soldier sign and date the individual event history sheet. 

  
                - Ensure that the original signature copy is included in the outprocessing documents that are hand carried to the next duty station and that the PERSTEMPO individual event history sheet is added to the reassignment records checklist (DA Form 5123-R). 


                - File a copy in the soldier's individual training file.
                - Provide a copy to the soldier for his/her personal records. 


                - In section C, DA Form 137-1-R (unit clearance record), type or print in the first

available blank block "PERSTEMPO days verified" along with the as of date, the number of PERSTEMPO days in the most recent 365 day window, and the number of PERSTEMPO days in the most recent 730 day window (e.g., "95/365 and 140/730 days as of 20 Jul 01").  The reviewing official will initial the entry.   

2.2.6.8.6.  If the audited PERSTEMPO days do not agree with the days recorded in the PERSTEMPO system, do the following: 

                - Reconcile all differences and identify the source documents used.

                - Update the PERSTEMPO system, as necessary.

                - After the system is updated, print a new copy of the PERSTEMPO individual event history sheet, check the revised document, and, if correct, follow the instructions stated in paragraph 6e. 


                - If a pending correction to the PERSTEMPO count is not resolved before the soldier's PCS date, the losing unit will forward the relevant information to the gaining unit. The gaining unit will then have the responsibility for updating the soldier's PERSTEMPO count. 

                - If a soldier fails to request a correction of the PERSTEMPO count at the time of outprocessing and only does so at a subsequent assignment, the soldier's current unit will be responsible for updating the PERSTEMPO count.  The soldier must still provide all required documentation, and in some cases, the current unit may have to verify the documentation by contacting the previous unit(s). 


                - Procedures for inprocessing into the gaining unit include obtaining the individual event history sheet from the soldier's incoming documents and file it in his/her individual training file.   If the verified and signed individual event history sheet is missing, notify the 

losing unit commander.  The losing unit will immediately fax a copy to the gaining unit.  Upon receipt, file the document in the soldier's training folder.

                - The LES must be reconciled with the unit training history, the soldier’s duty status during the period covered and the PERSTEMPO Individual Deployment History Reports on a monthly basis.  The commander conducts the reconciliation.  Any administrative discrepancies must be corrected in the PERSTEMPO web application.

2.2.6.8.7.  USANATO, DCSPER.  Provide clear policy and procedures for units to follow.  Establish a standardized process for the assembly and turn-in of paperwork for personnel exceeding 182, 220 and 400 days.  Deputy Chief of Staff for Personnel has incorporated PERSTEMPO into the USANATO Command Inspection Checklist.  

2.2.6.8.8.  USANATO and Battalion S-3 in coordination with DCSOPS:  Provide Temporary Army Human Resource Identifiers (TAHRI) and management of TAHRI listing for all multiple 

personnel PERSTEMPO events.  Disseminate TAHRI within appropriate OPORD/PLAN or memorandum to company level or supporting agencies.

2.2.6.8.9.  Reconciliation.  As part of the quarterly QTB briefing, each unit commander presents to his commander the number and names of soldiers that are projected to exceed the 182, 220 and above of PERSTEMPO deployments.  Commanders should be prepared to brief justification of current and possible future high deployment soldiers.  The names and number of days of each soldier at each level is to be included.  The first change to the PERSTEMPO system will have reports that will simplify this requirement.  

2.3.  The point of contact are the Chief and NCOIC of the USANATO, POAD, DSN 423-4212/5343.

TABLE A  (PERSTEMPO References)
	PERSTEMPO References


	Army Personnel Tempo Philosophy and Policy Guidance
	DTG 301500ZOCT02

	PERSTEMPO Tracking and Continued Reporting Requirements
	DTG 091300ZAPR02

	New Enhancements to PERTEMPO Web Application
	MILPER Message 02-087

	Change to PERSTEMPO Reporting
	DTG 191557ZOCT01

	PERSTEMPO Still in Effect
	DTG 190441ZSEP01

	PERSTEMPO Update Message – 10
	DTG 161412ZAUG01

	PERSTEMPO Business Rules (Ver 4.1)
	27 April 2001

	LES PERSTEMPO Remark 
	DTG 161412ZMay01

	MILPER Message 01-162  PERSTEMPO In and Outprocessing 
	11 May 2001

	PERSTEMPO Update Message - 9 
	DTG 181047ZApr01

	PERSTEMPO Update Message - 8 
	DTG 290753ZMar01

	PERSTEMPO Update Message - 7 
	DTG 260753ZFeb01

	PERSTEMPO Update Message - 6   
	DTG 301630ZJan01

	Personnel Tempo (PERSTEMPO)  
	DTG 271603ZNov00

	PERSTEMPO Update Message - 5   
	DTG 211315ZNov00

	Legislation NDAA 2001  
	DTG 311347ZOct00

	PERSTEMPO Update Message - 4   
	DTG 310945ZOct00

	PERSTEMPO Update Message - 3
	DTG 021424ZOct00

	PERSTEMPO Update Message - 2
	DTG 141451ZSep00

	PERSTEMPO Update Message - 1
	DTG 060805ZSep 00

	Warning Order - Active Army and USAR PERSTEMPO Training
	DTG 151547ZAug 00

	Army Personnel Tempo (PERSTEMPO) Policy
	DTG 021643ZJun 00

	Legislation NDAA 2000  
	DTG 010945ZOct99

	PERSTEMPO Reporting
	DTG 072209Z Oct 97


TABLE B (PERSTEMPO Categories – Creditable Events)

PERSTEMPO Creditable Events

	Category
	Purpose

	Operation
	Contingency Operation

National Emergency

War

Counter Drug

Law Enforcement Operations

U.S. Domestic Civil

Humanitarian

Peace Keeping

Surveillance

Forward Presence

	Exercise
	Joint/Combined

Service

NATO

	Unit Training
	Combined Training Center

Unit Training in a Designated Training Area

	Mission Support TDY
	No purpose needed


TABLE B (PERSTEMPO Categories – Creditable Events)
Creditable Events Category: Operations

	Category
	Definition

	Operations
	An operation is defined as a military action or the carrying out of a strategic, tactical, service, training, or administrative military mission; providing support to domestic civil, humanitarian, or counter-drug military mission; the process of carrying on combat, including movement, supply, attack, defense and maneuvers needed to gain the objectives of any battle or campaign. Operations are generally named by the Office of the Joint Chiefs of Staff (OJCS).


  Purposes for Operations

	Purpose
	Definition

	Contingency Operations (Operations)
	Contingency operations are designated by the Secretary of Defense as operations in which members of the armed forces are or may become involved in military actions, operations, or hostilities against an enemy of the United States or against an opposing force.

	National Emergency

(Operations)
	A national emergency is a condition declared by the president or Congress that authorizes certain emergency actions is undertaken in the national interest.

	War 

(Operations)
	War is an armed conflict between the armed forces of two or more states or coalitions, involved in large-scale sustained combat operations to achieve national strategies/objectives or protect national interests. This would only apply to operations that have been declared "war" by the Congress of the United States.

	Counter-Drug

(Operations)
	A counter-drug operation is a military action taken to detect, monitor, and counter the production, trafficking, and use of illegal drugs.

	Law Enforcement Operation

(Operations)
	A law enforcement operation supports law enforcement authorities to counter international criminal activities (terrorism, narcotics trafficking, slavery, and piracy) and to suppress domestic rebellion in foreign countries.


TABLE B (PERSTEMPO Categories – Creditable Events)
Creditable Events Category: Operations

	Forward Presence

(Operations)
	Forward presence is the visible posture of U.S. forces and infrastructure strategically positioned in or near key regions around the globe, to contribute to the stability, continuity and flexibility that protect U.S. interests.

	U.S. Domestic Civil (Operations)
	U.S. domestic civil operations include those activities and measures taken by the Department of Defense to foster mutual assistance and support between the Department of Defense and any civil government agency in planning, preparing for, or applying resources for border patrol augmentation, and in response to the consequences of civil emergencies or attacks, including national security emergencies.

	Humanitarian

(Operations)
	A humanitarian operation is conducted to relieve or reduce the results of natural or manmade disasters or other endemic conditions such as human pain; disease, hunger, or privation that might present a serious threat to life or that can result in great damage to or loss of property. Assistance provided under these provisions can include: 

(1) Medical, dental and veterinary care provided in rural areas of a country;

(2) Construction of rudimentary surface transportation systems;

(3) Well drilling and construction of basic sanitation facilities; and

(4) Rudimentary construction and repair of public facilities. 

	Peace Keeping

(Operations)
	A peace keeping operation is a military action undertaken with the consent of all major disputing parties, designed to monitor and facilitate implementation of an agreement (such as a cease-fire or truce) and support diplomatic efforts to reach a long-term political settlement.

	Surveillance

(Operations)
	Surveillance is the systematic observation of aerospace, surface or subsurface areas, places, persons, or things, by visual, auditory, electronic, photographic, or other means.


TABLE B (PERSTEMPO Categories – Creditable Events)
Creditable Events Category: Exercise

	Category
	Definition

	Exercise

(Named)
	Exercise is defined as support to a named military maneuver or simulated wartime operation involving planning, preparation, and execution carried out for the purpose of training and evaluation. It may be a combined, joint, or single-service exercise, depending on participating organizations.


   Purposes for Exercises

	Purpose
	Definition

	Joint/Combined

(Exercise)
	A joint/combined exercise is a military maneuver or simulated wartime operation involving planning, preparation, and execution. It is carried out for the purpose of training and evaluation. A joint exercise involves more than one U.S. armed force. A combined exercise involves one or more U.S. armed forces and one or more allies.

	Service

(Exercise)
	Service exercise is defined as a single armed force’s military maneuver or simulated wartime operation involving planning, preparation and execution carried out for the purpose of training and evaluation.

	NATO Exercise

(Exercise)
	A NATO exercise is a combined military maneuver or simulated wartime operation conducted by forces of two or more allied NATO nations acting together for the accomplishment of a single mission. 


TABLE B (PERSTEMPO Categories – Creditable Events)
Creditable Events Category: Unit Training

	Category
	Definition

	Unit Training
	Unit training is defined as all or part of a unit accomplishing training objectives at the CTC or some other designated training area. This training area could be located on or off post. Unit training includes exercises that have not received an official designation.


   Purposes for Unit Training

	Purpose
	Definition

	Combined Training Center (Unit Training)
	Combined training center is the location where one or more services conduct training to meet specific training requirements, test new methodologies, and receive independent training evaluations.

	Unit Training at a Designated Training Area

(Unit Training)
	The geographic area in which unit training is conducted. The training area can be described as an installation, an area of a city, other public land, or a body of water.


 

Creditable Events Category: Mission Support TDY 

	Category
	Definition

	Mission Support TDY
	Mission Support TDY is defined as duties that include meetings, conferences, medical care not at permanent duty station, staff visits, staff augmentation, and seminars.


 

TABLE C  (PERSTEMPO Categories – Non-Creditable Events)
Non-Creditable Events

	Track able only in conjunction with Creditable Events 

	Leave

Discipline (Confinement)

AWOL

Hospitalization (Line of Duty-No)

Hospitalization (at permanent duty station)


	Term
	Definition

	PERSTEMPO Non-Creditable Event
	A PERSTEMPO non-creditable event is when a member of the Armed Forces is engaged in official duties, is unable to spend off-duty time in the housing in which the member resides, and is:

a. AWOL (tracked during a deployment).

b. On leave (tracked during a deployment).

c. Confined as a result of disciplinary action (tracked during a deployment).

d. Hospitalized during a deployment with Line of Duty-No.

e. Hospitalized during a deployment at your permanent duty station.

f. Sick in quarters during a deployment at your permanent duty station.


TABLE C  (PERSTEMPO Categories – Non-Creditable Events)

	Term
	Definition

	Individual Training TDY (Schools)
	Individual Training TDY is institutional training conducted in a school or training center of a centralized, DoD or single service, training organization. All the schools listed in DA PAM 351-4, the U.S. Army Formal Schools Catalog, are not to be tracked in PERSTEMPO. Professional development conferences or other events attended in a TDY status, which are not listed in DA PAM 351-4, can be tracked as mission support TDY and are considered creditable events.

	Discipline
	Discipline is the confinement of armed forces members where they are restricted from performing normal duties.

	Hospitalization (Line of Duty –No)
	A soldier who is hospitalized due to their negligence. A line of duty investigation would determine if the solider was hospitalized through their own fault (Line of Duty –No).


TABLE D  (PERSTEMPO key definitions)

	Term
	Definition

	Day Away
	A day away begins on one day and ends on another day. A day away does not require a full 24 hours to be considered a PERSTEMPO day and the day of return will not count as a day away.

	High-deployment Days Member
	Soldiers who have been deployed 182 creditable days or more out of the preceding 365 days.

	High-deployment Pay Per Diem
	Service members are entitled to $100 per diem for each day they are (1) deployed, and (2) have, as of that day, been deployed 401 days or more out of the preceding 730 days. 

	Operation Order
	An operation order is a directive issued by a commander to subordinate commanders for the purpose of effecting the coordinated execution of an operation.

	Permanent Duty Station
	A permanent duty station is the geographic location to which a member was last permanently assigned and for which no TDY dollars were authorized.

	Permanent Training Site
	Permanent training site is the geographic location to which a member of a Reserve component is assigned and for which no TDY dollars were authorized.

	Pursuant to Orders
	Orders within DoD are defined in two ways: written or verbal. 

a. Operation orders, travel orders (DD1610), TCS orders, attachment orders, FRAGOs, and training schedules are considered written orders. These orders establish the requirement for a person or unit (to include people assigned to the unit) to be at a specific location on a given date. Further, these orders are maintained for a specific period of time and serve as the official record of actions taken. 
	b. Verbal orders are accepted as official instruction/guidance. The use of verbal orders should be kept to a minimum when relating to PERSTEMPO events.

	Training Area 

(Unit Training)
	Training area is the geographic area in which unit training is conducted. The training area can be described as an installation, an area of a city, other public land, or a body of water.

	Unit
	A unit is defined as a company/battery/troop, battalion, brigade/squadron, or equivalent level (or a higher level) with a UIC, for the purposes of PERSTEMPO aggregate reporting.


TABLE E  (Management and pay thresholds)

Thresholds: To review, there are two PERSTEMPO management thresholds and one payment threshold dictated by law. The management thresholds are based on a 365-day rolling window while the payment threshold is based on a 730 day rolling window. Note: PERSTEMPO days are cumulative within either of the above two windows. They do NOT have to be consecutive. 

(1)  At 182 days, the first Army general officer in a soldier’s chain of command 

(USANATO DCG) is required to manage the continued deployment or projected deployment of a soldier who will be deployed 182 days or more in the previous 365-day rolling window. 

(2)  At 220 days, the first Army component commander in a soldier’s chain of command 

(Vice Chief of Staff of the Army) is required to approve the continued deployment or projected deployment of the soldier who will exceed 220 deployment days in the previous 365-day period.  

(3)  At 400(+) days, the payment threshold, the soldiers are entitled to a $100 per diem for each day they are (1) deployed and (2) have, as of that day, been deployed 401 days or more out of the preceding 730 days.

TABLE F (Sample memorandum – 182 day threshold)
ACCS-FOB                                                                                                                              3 August 2001

MEMORANDUM THRU CHIEF OF STAFF, U.S. ARMY, NATO, ATTN: ACCS, UNIT # 21420, BOX 5100,  APO AE  09705

FOR DEPUTY COMMANDING GENERAL, U.S. ARMY, NATO, ATTN: ACDCG, UNIT # 21420, BOX 5100, APO AE  09705

SUBJECT:  Personnel Tempo (PERSTEMPO) Management/Approval Threshold

1. PURPOSE.  To obtain the Deputy Commanding General’s acknowledgement on personnel

with more than 182 days time away from station based on PERSTEMPO accountability.

2. DISCUSSION.  The following soldier(s) will exceed the 182 day threshold on dates indicated:

RANK
NAME
       SSN         DATE TO EXCEED 182 DAYS
 PROJ TO EXCEED  220 DAYS
This information is provided for management purposes only.  Provide details such as, but not limited to, the reason why this soldier cannot be replaced and why it is critical he/she exceed the threshold.  Additionally, include the date the soldier is projected to return.  Finally, provide assurance that the U. S. Army General on location has been informed of the PERSTEMPO manning requirements and concurs with the request.   

3.  RECOMMENDATION.  The Deputy Commanding General sign the endorsement at bottom left acknowledging the above soldier(s) will exceed the 182 day threshold.







             













IAM A. RANGER







             













LTC, AG







            













Commanding

GENERAL OFFICER ACKNOWLEDGEMENT

	182 Day Management 

	(Acknowledgement only)

	XXXXXX X. XXXXX, JR.

	Brigadier General, USA

	DCG, U.S. ARMY NATO

	Name/Title

	

	

	

	Signature/Date


TABLE G (Sample memorandum – 220 day threshold)
ACCS-FOB                                                                                                                               3 August 2001

MEMORANDUM THRU

CHIEF OF STAFF, U.S. ARMY, NATO, ATTN: ACCS, UNIT # 21420, BOX 5100,  APO AE  09705

FOR DEPUTY COMMANDING GENERAL, U.S. ARMY, NATO, ATTN: ACDCG, UNIT # 21420, BOX 5100, APO AE  09705

SUBJECT:  Personnel Tempo (PERSTEMPO) Management/Approval Threshold

1.  PURPOSE.  To obtain the Deputy Commanding General’s recommendation for personnel projected to have more than 220 days’ time away from station based on PERSTEMPO accountability.

2.  DISCUSSION.  The following soldier(s) will exceed the 220 day threshold on date indicated:

RANK
NAME
         

 SSN            

 DATE  PROJ TO EXCEED  220 DAYS
3.  RECOMMENDATION.  The Deputy Commanding General sign the attached memorandum recommending approval to the Vice Chief of Staff, Army for the above soldier(s) to exceed the 220 day threshold.







            

















IAM A. RANGER







             

















LTC, AG







             

















Commanding

TABLE G (Sample memorandum – 220 day threshold) Continued
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DEPARTMENT OF THE ARMY

UNITED STATES ARMY

NORTH ATLANTIC TREATY ORGANIZATION

APO AE  09705
ACDC                                                                                                                                                     30 August 2001

MEMORANDUM THRU

COMMANDER, U.S. TOTAL ARMY PERSONNEL COMMAND, ATTN:  TAPC-PL, 200

      STOVALL STREET, ALEXANDRIA, VA  22332

DEPUTY CHIEF OF STAFF FOR PERSONNEL (DAPE-ZA), 201 ARMY PENTAGON, WASHINGTON, DC  20310-0201

DIRECTOR OF THE ARMY STAFF, (DACS-ZD), 201 ARMY PENTAGON, WASHINGTON, DC  20310-0201

FOR VICE CHIEF OF STAFF OF THE ARMY (DACS-ZB), 201 ARMY PENTAGON, WASHINGTON, DC  20310-0201

SUBJECT:  Request for 220-Day PERSTEMPO Approval

1. Request approval for the soldier listed below to exceed the PERSTEMPO 220-day threshold. 

	NAME:
	LTC James Bond

	SSN:
	007-00-0000

	Start/End Dates of PERSTEMPO Activity:
	1 Jan 01 - 9 Oct 01

	Current PERSTEMPO Count:
	116 days

	Projected PERSTEMPO Count at End Date:
	281 days

	Date PERSTEMPO Count Exceeds 220 Days:
	10 Aug 01


2.
Approval is required to support the Medical Element, Joint Task Force-Bravo (JTF-B).  LTC Bond is the commander of the Medical Element and has volunteered to extend his assignment until 9 October 2001.  The extension will preclude the Medical Corps from involuntarily sending another Medical Corps officer for the short duration of the mission.  Request approval of this extension to provide continuity with the Medical Element command structure.  LTC Bond is critical to the success of this mission.

3.  It is understood that an approval will allow LTC Bond to continue this PERSTEMPO activity only through  9 October 2001; any subsequent extensions will require a separate request for approval.

4.
The point of contact for this action is CW2 Niederriter, Chief, Field Operations Division, at DSN 314-423-4276/5271; email:  james.niederriter@usanato.army.mil.


       JOSEPH F. FIL, JR.


       Brigadier General, USA







            
























Deputy Commanding General
TABLE H (PERSTEMPO Notification/Request Processing Flow)



4.0. Processing Recommendations for the Army Commendation Medal (ARCOM) and Higher Army Awards 

4.1.  All recommendations for the ARCOM or higher must be forwarded to USANATO,G1, Personnel Operations/Actions Division, for processing.

  


The ARCOM and MSM recommendations will be prepared on the DA Form 638 and endorsed by the chain of command.  

  


The Legion of Merit (LOM) and Distinguished Service Medal (DSM) recommendations will be prepared using DA Form 638.  A one or two-page narrative justification will accompany the award of the LOM.  

  


There is no limit to the narrative for the DSM.  Requests for the LOM or DSM must be forwarded through command channels for approval/disapproval.    

  


All requests will be forwarded to Commander USANATO, Unit 21420, Box 5100, ATTN: ACDP-POAD, APO, AE 09705 for processing.  The MSM and LOM (Retirement) request should arrive at SHAPE NLT 60 days prior to presentation date.  The LOM (service) and DSM request should arrive NLT 90 days prior to date of presentation.

4.2.  The point of contact is Chief, Personnel Operations/Actions Division at DSN: 314-423-4212/5343.

5.0.  MACOM Casualty Reporting Procedures 

5.1.  Responsibilities.  Each USANATO Commander or designated representative will promptly notify this headquarters of any casualties, VSI’s, SI’s or wounded personnel.  Promptly notify the local chain of command via the United States National Military Representative (USNMR) command post.  

  
Ensure information provided is accurate (correct spelling of names, rank and status of personnel).  At a minimum the initial report will state the following:  Who, what, when, where (location) and time, status and location of family member(s), if any, and circumstances of the incident.  Obtain and pass on any missing or incomplete information from appropriate sources when received.  Contact the OIC/NCOIC of the USANATO Personnel Operations/Actions Division (POAD) for any assistance that you may need at any time (weekdays after duty hours and weekends).

  
This includes problems encountered with local Army Support Group (ASG), Base Support Battalion (BSB), 1st PERSCOM personnel or anyone that is not responding to your queries.  Maintain close liaison with the NCOIC or OIC of this headquarters as well as your respective ASG for assistance.

  NOTE: Notify the Chaplain at this headquarters to provide the information as well.  The Chaplain has the name and phone numbers for all of the Chaplains dispersed throughout USANATO.

5.2.   The point of contact for this memorandum is Chief, Personnel Operations/Actions Division, DSN: 314-423-4212/5343.  

6.0.  Permissive Parachuting Program 

6.1.  The Permissive Parachuting Program is for experienced Army airborne qualified soldiers assigned to non-airborne duty positions.    Permissive parachuting status may be authorized for soldiers who have a need to perform parachuting in conjunction with the performance of their current duties or desire to maintain proficiency in preparation for future airborne assignments.

6.2.  Approving Authority.  All Major Army Command (MACOM) Commanders.    The Commanding General (CG) USANATO has delegated approval authority to the Deputy Commanding General USANATO.    In this capacity, the Deputy Commanding General will consider requests from soldiers under his jurisdiction who are not subject to MACOM command authority (non USANATO units).  HQDA, DCSOPS (DAMO-SSF) for personnel in the Personnel Exchange Program (PEP).

6.3.  Prerequisites.  Soldiers must complete Airborne Refresher Training within the six-month period preceding the date of permissive parachuting jumps.  Soldiers must have three cumulative years of parachuting duty in an airborne position.  Enlisted personnel must possess either "P", "S", "V" or MOS in CMF 18.  Officer personnel must have skill identifier
"5P" or "5S" or AOC 18A.  Warrant Officers require SQI "7" or MOS 18OA/921A.

6.4.  Restrictions.  Permissive parachuting status will not be approved for:  Periods longer than six months, activities with foreign forces unless the U.S. Army proposed participants have a definable directed mission with such foreign forces. 

6.5.  The point of contact is Chief, Personnel Operations/Actions Division at DSN: 314-423-4212/5343.

7.0.  Hometown News Release within United States Army, North Atlantic Treaty Organization (USANATO) 

7.1.  All award recommendations will include a filled out but unsigned DD Form 2266, ‘Hometown News Release Information’.  This form will include the following information in block 20 Remarks; reason for award (PCS, retirement, ETS, achievement, service), see attached citation and any other remarks as warranted.  The unit will ensure that after the award has been approved and presented that, block 9 Event is filled in with the type of award and that the soldier is afforded the opportunity to chose if he or she desires to sign the DD Form 2266.  If information and photographs to the Army and Air Force Hometown News Directorate, Kelly Air Force Base, Texas 78241.

7.2.  POC for this action is the Chief, Personnel Operations/Actions Division at DSN 314-423-4606.

8.0.  Processing Requests for Retirement 

8.1.  All officer retirement actions must be routed through USANATO, SHAPE, Retirements Section.  Enlisted retirement requests requiring a waiver must be routed through Chief, Personnel Operations/Actions Division (Retirement Services Branch), USANATO, who in turn will forward to Department of Army for final approval.

8.2.  The point of contact is Chief, Personnel Operations/Actions Division, DSN: 314-423-4212/5343. 

9.0.  Loss of Qualification for Assignment within United States Army, North Atlantic Treaty Organization (USANATO)

9.1  ACO Directive 45-1 requires the United States (US) to assign only fully qualified and properly trained incumbents to ACO/ACT PE posts.

9.2.  Loss of qualifications through inadequate performance, misconduct, or mandatory security clearance is grounds for removal from international duties.  Requests for relief from international duties must comply with Chapter 8, ACO Directive 45-1.  Withdrawal of security clearance or failure to maintain language proficiency, professional qualifications, or rank will result in immediate removal from the PE position.  Any soldier relieved from a national or PE post is subject to separation action, curtailment, and reassignment from USANATO.

9.3.  Point of Contact is Chief, Strength Management Division, at DSN 314-423-4186/4534.

10.0.  Date Eligible for Return from Overseas (DEROS) Management

10.1.  All USANATO units will establish the initial DEROS, with validity subject to review by Strength Management Division.

10.2.  Minimum required duties of the DEROS manager are to identify expired/blank DEROS at the end of each month and perform required tasks IAW Chapter 2, DA Pam 600-8-2, AR 614-30 and AR 600-8-104.

10.3.  The point of contact for this memorandum is Chief, Strength Management Division, at DSN 314-423-4186/4534.

11.0.  Consecutive Overseas Tours (COT), In Place Consecutive Overseas Tours (IPCOT), Operational Moves (OP Moves), and Foreign Service Tour Extension (FSTE)

11.1.  Operational Moves (OP Moves):  OP Moves are moves within the same overseas area that do not involve crossing over water.  OP Moves for enlisted soldiers are directed by USANATO.  The United States Army  Human Resources Command (AHRC) provides the command fully funded and low cost move authority each year.  Quarterly, a report is made to AHRC on the execution of these moves to ensure there is no waste, fraud, or abuse.  OP Moves are to fill critical positions or high priority missions within the command where the soldier’s DEROS need not change or the command cannot wait for AHRC to fill normal requisitions.  OP Moves approved where soldiers do not meet the tour completion time limitations for COT entitlements IAW AR 614-30 do not receive COT entitlements for travel.  The DEROS of the soldier does not change.  If applicable, soldiers with Exceptional Family Member Program (EFMP) family members must be cleared by the gaining command.  If the soldier agrees to serve at least the equivalent of two “all others” tours, the soldier is authorized to apply for COT entitlements to HQ AHRC.

11.1.1.  COT/IPCOT/FSTE:  This applies when a soldier voluntarily requests to serve longer on an overseas tour IAW AR 614-30.  Overseas MACOMS are authorized to approve enlisted soldier’s requests for COT/IPCOT/FSTE for soldiers who are fully eligible and meet the requirements of AR 614-30.  All requests for COT/IPCOT to another command will be forwarded to HQ AHRC for approval/disapproval.  All officer requests will be forwarded to HQ AHRC for approval/disapproval.  There is no statutory limitation on the amount of time soldiers may remain overseas.  However, Commanders are reminded of the unique nature of NATO assignments.  Requests for COT/IPCOT/FSTE internal to the command must clearly reflect the career development of the soldier or the command’s need for the unique skills of the soldier.  Enlisted requests may be disapproved without referral to HQ AHRC.

11.1.2.  Curtailment:  Requests to serve less than the prescribed tour length or change of tour request must be fully explained and meet the needs of the Army.

11.2.  Guidelines:

11.2.1.  General:

11.2.1.1.  Commands must review manning requirements and personnel resources for the efficient use of assigned personnel.  Maximize proper utilization in PMOS, SMOS, and AMOS.

11.2.1.2.  Review soldiers carried in excess status for previous military skills to fill a valid requirement and potentially obtain authorized recognition for skill training.  Soldiers are U.S. assets; therefore, the decision as to when and where to use or not use excess soldiers until DEROS ultimately belongs to the unit commander.

11.2.1.3.  Coordination between USANATO, Strength Management Division and the commands will be conducted to review resources, solicit for needed volunteers, or direct reassignments from commands that have an identified soldier listed as excess.  Soldiers identified for fully funded moves are to have a minimum of 12 months remaining on their DEROS upon arrival to the new duty station.  The preference is to have soldiers agree to extend or reenlist to complete two full tours and be moved by COT authority.

11.2.1.4.  Requests for COT may be converted by Strength Management Division to OP Moves based on the priority or emergency requirement for fill. Time will be the major factor.

11.2.2.  Operational Moves (OP Moves):  Soldiers will meet the following minimum guidelines.

11.2.2.1.  Be declared surplus to requirements at their duty station.

11.2.2.2.  Vacancy at the gaining location must be for the soldier’s MOS or Branch.

11.2.2.3.  Soldier must have 12 months remaining on current tour upon arrival at new duty station unless the soldier agrees to a Foreign Service Tour Extension (FSTE).

11.2.2.4.  Not be in receipt of assignment instructions.

11.2.2.5.  Not be flagged or barred from reenlistment.

11.2.3.  COT/IPCOT/FSTE

11.2.3.1.  COT/IPCOT and FSTE actions will be reviewed on a case by case basis considering the impact on both the soldier’s career and the command’s mission.  Each case will be reviewed and endorsed by the Battalion Commander.

11.2.3.2.  A request for COT/IPCOT/FSTE must be submitted and received at USANATO, Strength Management Division, ATTN: ACDP-SMD, not later than 12 months prior to the individuals DEROS.  Requisitions are routinely submitted in excess of one year in advance of a projected vacancy, and in excess of twenty-four months for positions requiring language training or Army Educational Review Board training.  Requests submitted less than 12 months will be exceptions to policy, and will be forwarded to HQ AHRC for final approval.

11.2.3.3.  Requests for COT/IPCOT/FSTE for personnel already in receipt of assignment instructions, in an excess status, improperly utilized (enlisted), or serving in other than their control specialty (officers), should be disapproved by the local commander.  Requests as an exception to policy with sufficient justification will be evaluated on a case-by-case basis by USANATO, Strength Management Division.

11.2.3.4.  Requests that would cause the projected assigned strength to exceed the projected authorized strength by MOS/specialty and grade will not be favorably considered.

11.2.3.5.  Soldiers must have sufficient service remaining to complete the COT/IPCOT/FSTE at current or new duty location, or extend/reenlist to meet remaining service requirements within 60 days of approval of the COT/IPCOT/FSTE.

11.2.3.6.  All requests for COT/IPCOT and FSTE will be evaluated on a case-by-case basis.

11.2.3.7.  Exceptions to the above requirements will only be considered if both of the following criteria are met:  The requisition for a replacement has been deleted, or the inbound soldier can be diverted or deleted in a timely manner without causing personal hardship; and the individual is not on assignment instructions to a higher priority assignment.

11.2.4.  Curtailment of Tour:

11.2.4.1.  Individuals may not curtail their current overseas tour except in unusual circumstances as described in Chapter 5, AR 614-30.  Curtailments cause hardship to the duty section, the incoming soldier (if any) and to the unit.

11.2.4.2.  The USANATO policy is that curtailments that are not prohibited by reassignment instructions (often in the case of Joint Duty Assignment List positions) or Joint Duty Policy (for officers) must have the concurrence of the first Army General Officer in the chain of command.  Authority to disapprove a request is delegated to the Battalion Commander.  Approval will not constitute a requirement for an inbound soldier or requisition report date to be adjusted for early reporting.

11.2.4.3.  Curtailments will be forwarded to Strength Management Division, ATTN: ACDP-SMD, for action and coordination with AHRC assignment authorities and must be endorsed by the first Army General Officer in the individual’s chain of command.  For Commands with no Commanding General, requests must be endorsed by the senior American officer in the individual’s chain of command and forwarded for approval by the first General Officer in the chain of command at the MACOM.

11.2.4.4.  Exceptions to any of the above requirements will be considered only with written justification in the General Officer or Colonel endorsement stipulating that the command is willing to accept a possible under-lap until a qualified replacement can be obtained through the normal requisition channels of twelve to twenty-four months, dependent on the position requirements.

11.2.5.  Early Release:  IAW AR 614-30, para 5-1(b), requests for early release up to 59 days prior to tour completion may be submitted by a soldier and endorsed by the local chain of command.  All requests will be coordinated by Strength Management Division with appropriate assignment authorities and approved at the MACOM.  Disapproval is delegated to Battalion Commanders but approval is not delegated below the MACOM.  Approval will not constitute a requirement for an inbound soldier or requisition report date to be adjusted for early reporting.

11.2.6.  Proration of Foreign Service Tours:

11.2.6.1.  Proration of established tours, or any other modification of DEROS date, although authorized in specific situations, creates undue turbulence within an organization.  

11.2.6.2.  Applications for tour proration submitted without adequate supporting documentation can be disapproved at any level of command.  Most requests for a proration of tour are based on approved Early Return of Dependents (ERD) actions.  Commanders must ensure that their soldiers are adequately counseled that approval of an ERD action under the provision of U5240, Joint Federal Travel Regulation, Volume 1, does not normally constitute grounds for tour proration.

11.2.6.3.  Applications for ERD will include the following statement and must be signed by the individual requesting the action:  “I understand that approval of this action does not automatically warrant a change or proration of my foreign service tour and that only in exceptional cases involving documented personal hardship will a request for tour change or proration be forwarded to HQ AHRC for consideration.”

11.3.  Point of contact is Chief, Strength Management Division, DSN 314-423-4186/534.

12.0.  Army Career and Alumni Program (ACAP) and Separation Physical upon Retirement or Separation from North Atlantic Treaty Organization (USANATO)  

12.1.  Procedures.  Soldiers requesting a military separation physical examination separating from service will contact the local military health treatment facility to schedule a separation physical no later than four months from separation date or transition leave date.  Final separation physical report will be sent with the medical /dental records to the appropriate agency upon separation.  A soldier has the option of requesting a Veterans Affairs (VA) Disability Compensation application for medical conditions related to military service.  The local transition office will assist in preparing the application for such physical.  

Public Law requires that separating/retiring active duty service members receive pre-separation counseling a minimum of 90 days prior to their established separation or retirement date. Congress has recently enacted a Public Law that allows retiring service members to initiate their mandated pre-separation counseling two years prior and all others up to one year prior to separation.  

  
A completed DD Form 2648 (Pre-separation Counseling Checklist) is a mandatory requirement.  If you aren't fortunate enough to be near a center, you can still contact the nearest center by phone, email, or via the website at http://www.acap.army.mil for more assistance.

12.2.  Costs associated with obtaining a physical examination at a VA facility or attendance of any of the ACAP services will be borne by the soldier.  

12.3. The point of contact is the Chief, Personnel Operations/Actions Division at DSN 314-423-4212/5343.

13.0. CUSTOMS AND COURTESIES 

13.1.  To ensure professionalism and cooperation within the Total Army Concept.  Bearing, tact, consideration, and respect for position and grade must be afforded to both civilian and military personnel in accordance with appropriate Army customs and courtesies.

13.2. All active duty military, civilians, and reservists.

13.3. To better understand each system’s level of responsibility, the following table provides guidance in civilian/military working relationships within USANATO:

Civilian Grade



















Military Equivalent

GS-12 thru 15



















Field Grade Officer

GS-07 thru 11



















Company Grade Officer

GS-06
























Senior NCO

GS-05
























Junior NCO

GS-01 thru 04



















Junior Enlisted

13.4. The proponent for this policy memorandum is the DCS, G1, CPO Liaison.  Any changes, deletions, or additions to this policy must be coordinated, in writing, with the proponent at:  CDR, USANATO, ATTN:  ACDP-CPO, CMR 450, BOX 5100, APO AE 09705.

14.0. CIVILIAN PERSONNEL ACTIONS PROCEDURES

14.1.  All requests for civilian personnel action, e.g.:  requests for position reviews/upgrades, promotions, etc., must be processed through the Civilian Liaison Office, Office of the Deputy Chief of Staff (DCS), G1; to obtain approval of the Chief of Staff, USANATO.  The DCS, G1, CPO Liaison Office will then process the action and forward to Benelux Civilian Personnel Advisory Center.  

14.2.  This procedure is mandatory and will be enforced within all directories and subordinate commands that are assigned or attached to USANATO, except the United States Mission to NATO.

14.3.  Questions concerning this procedure should be directed to DCS, G1, CPO Liaison Office, at DSN 423-5192.
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